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Start Exercise

Exercise 1:
General Ledger - Ledger Inquiry

Step 1.

Navigate to the following menu path:
General Ledger >> Review Financial Information >> Ledger >>
Add a New Value

Expected Results: Add a New Value page displays.

Ledger

{* Find an Existing Value ' Add a New Value

Inquiry Name:

Add

Find an Existing Value | Add a Mew Value

GLSCO01

Step 2.

Enter the following information:

Inquiry Name: “Your initials”LEDGER (e.g. LMSLEDGER)

Click  Add

Expected Results: Ledger Inquiry page displays.

Ledger Inquiry

Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.

Ledger Criteria

Inguiry Name *Unit *Ledger *Fiscal Year  *From Period *To Period Currency Stat Code
LMSLEDGER 00050 Q Q Q Q, Q, Q Q
Show YTD Balance Include Closing Adjustments
Show Transaction Details Only in Base Currency Max Ledger Rows: 100

searcn | Clear Delete |
GLSC02
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Step 3.

Enter or Select the following information:

Unit: 00050
Ledger: ACTUALS
Fiscal Year: 2008

From Period: 1

To Period: 12

Expected Results: Correct data entry.

LEUQEI’ Inquiry
Enter ledger, period, CharitField and rest of the criteria. Click on Search button to execute the query.
Ledger Criteria
Inquiry Name *Unit *Ledger *Fiscal Year *F[ﬂ Period *menod Cu_rrency Sﬂcode

LMSLEDGER 00050 @ ACTUALS @, 2008 Q 1Q 12/Q, Q Q

Show YTD Balance Include Closing Adjustments -

Show Transaction Details Only in Base Currency Max Ledger Rows: 100

search | Clear Delete |

Chartfield Criteria Customize | Find | ir e
ChartField Value ChartField Value Set  Update/New g“!—“‘ %r . g,% e
Account Q CQ,  Update/New 7l 1
Department Q, Q@ Update/New O
Operating Unit Q 3, Update/Mew |
Product Q @, Update/New O
Fund Code (&} Q,  Update/New Il
Class Field Q @, Update/New O
Program Q Q. Update/New IFi
Budget Reference Q Q,  Update/New O

GLSCO03
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Step 4. Step 5.

Select checkboxes for: Click Search .

Show Transaction Details

Expected Results: Correct data entry.

. X . . Transaction Details in First [4) 1 012
Enter or Select the following information in the Value column: —— .
Ledger by Period and Chartfields & ize
Period Account Account Description Stat
Account: 522000 | 3[522000 |Local Telephone Senice |
Amount {in Transaction Currency): 0.000 USD Amount (in Base Currency): 0.000 USD
Expected Results: Correct data ent Customize |Find| 8 First [ 1450145
Amount {in
< = Amount (in Base Base
- Journal ID Line Descr Date Stat Amt N'R  Transaction Currency
Ledger Inquiry sed e e Currency) Currency
Enter ledger, period, ChartField and rest of the criteria. Click on Search button tg€xecute the query. 0000642689 Local Telephone Senvice  09/25/2007 0.00 N 20.000 USD 20.000 USD
re——— 0000642689 Local Telephone Service  09/25/2007 0.00 N 30.000 USD 30.000 USD
REREr = 0000642629  Local Telephone Senvice  09/25/2007 0.00 N -50.000 USD -50.000 USD
Inquiry Name ~ *Unit *Ledger *Fiscal Year  From Period *To Period  Currency Stat Code 0000642689  Local Telephone Service  09/25/2007 1 0.00N -20.000 USD -20.000 USD
LMSLEDGER 00050 @ ACTUALS Q2008 Q 1Q 12 Q aQ, Q 0000642689 Local Telephone Service  09/25/2007 1 0.00 N -30.000 USD -30.000 USD
0000642689 Local Telephone Service  09/25/2007 1 0.00N 50.000 USD 50.000 USD
Show YTD Balance Ingfude Closing Adjustments 0000642710 Local Telephone Senvice  09/25/2007 0.00 N 20.000 USD 20.000 USD
Show Transaction Details [f'Only in Base Currency Max Ledger Rows: 100 0000642710  Local Telephone Service  09/25/2007 0.00N 30.000 USD 30.000 USD
0000642710 Local Telephone Service  09/25/2007 0.00 N -50.000 USD -50.000 USD
Search | _ Clear Delete | 0000642710 Local Telephone Senvice 091252007 1 0.00 N -20.000 USD -20.000 USD
. . 0000642710 Local Telephone Service  09/25/2007 1 0.00 N -30.000 USD -30.000 USD
Chartfield Criteria Customize | Fi First [ 4-45 of 15 L*| Last Adjustment Periods . ;
LIS : 0000642710 Local Telephone Service  09/25/2007 1 0.00N 50.000 USD 50.000 USD
ChartField Value ChartField Value Set UpdatelNew —um Value  Order. . = 0000642711 Local Telephone Service 09/25/2007 0.00N 20.000 USD 20.000 USD
——— a— e e S By  Reguired By agg P ' : : -
= 0000642711 Local Telephone Service  09/25/2007 000N 30.000 USD 30.000 USD
REECL] 522000 E Q  UndateiNew L 0000642711 Local Telephone Senice 0012512007 0.00 N -50.000 USD -50.000 USD
Department Q Q. Update/New | 0000642712  Local Telephone Service  09/25/2007 000N 20.000 USD 20.000 USD
0000642712 Local Telephone Service  09/2512007 0.00 N 30.000 USD 30.000 USD
Operating Unit & G,  Update/New dl
Product Q @, Update/New O GLSCO05
GLSC04
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Step 6. ¢ Exercise 2: Journal Inquiry

Pick a link to one of the journal entries to see the journal criteria.

General Ledger >> Review Financial Information >> Journals >> Add a New Value

C Navigation

Expected Results: Journal Inquiry Details page displays.

Soummal inqulry Add a New Value

Journal Inquiry Details

Ledger Criteria
Inquiry Name Unit Ledger Fiscal Year From Period To Period Currency Stat Inquiry Name: “Your initials”JOURNAL
LMSLEDGER 00050 ACTUALS 2008 1 12
[] show YTD Balance ["TInclude Closing Adjustments - - -
e TramssacinsTiokiis i Guiiia Has Gasmes S inieribas 15 Journal Inquiry Detailed Information
Go To: Inguiry * Transaction Details Unit: 00050

Criteria .

T e Ledger: LEDGER
Journal ID: 0000642689 Date: 09/25/2007 Schedule: Fiscal Year: 2008
Ledger Group:  ACTUALS Original Date: 09/25/2007 Process: Mo Request From Period: 1
Source: ONL Date Posted:  09/25/2007 Total Lines: 3 To Period: 12
Journal Status:  Unposted Reversal Date: UseriD:  CSCHNEIDER User: GLUSER3
Balanced: DR=CR Reversal: Mone InterUnit BU: 00050
Doc Seq: Budget Status:  Valid Additional Instructions:
Long Description: :

Click  Search to find results.
GLSCO06
—— Click on Journal ID link to see journal entry.
otals by Currency A First Las

Currency: USD Debit Amount: 50.000  Credit Amount: 50.000 Net 0.000

© Al Lines

©FromTo  From Line: ToLine: EHErTEILI

Journal Line

Amount (in

Line # Line Descr Transaction Currency Fund Account Program Dept Bud Ref PC Bus Unit  Project Activity AnType Source Type Category
Currency)
1 Local Telephone Service 20000USD 10020 522000 10000 007001 2008
GLSCO07
Step 7.
Inguiry
Click Cfiteria to go back and change inquiry detail information.
Expected Results: Ledger Inquiry page displays.
Exercise complete.
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Results

If your screens don’t reflect the ones below, please notify the
instructor.

Journal Inquiry

Ledger Criteria
Inquiry *Unit *Ledger *Year *From Period  *To Period Suspense Status
LMSJOURNAL 00050 Q, ACTUALS Q. 2008 Q, 1@ 12Q Q
Journal ID Date Status Source  Currency Stat Document Type
E Q Q Q Q Q
User D it S Sort By Max Rows
GLUSER3 Q Journalld  ~ 100
Search Delete | Clear

C

Exercise 3: Budget Overview

ENCOMPASS | Workshop: General Ledger

Navigation

Commitment Control >> Review Budget Activities >> Budgets Overview

Add a New Value

Inquiry Name:

“Your initials”BUDOVER

Budgets Overview Detailed Information

y Suspense

JournallD Date Unitll  Status Source giooe User  UnpostDate  Descr Description: Budgets Overview

0000643038 10/04/2007 00050  Valid ONL  NoSusp GLUSER3 10/04/2007 . .

0000643318 10/29/2007 00050  Errors ONL  NoSusp GLUSER3 10/29/2007 Business Unit: 00050

Ledger Group: ALLOT
GLSC08 From Budget: 2008Q2
Journal Inquiry ;0 B;iget Pen;i: iggz(?z
= p und From and To:

Journal Inquiry Details

Inquiry Name  Unit Ledger Fiscal Year From Period To Period Currency Stat Doc Type Suspense Status
LMSJOURNAL 00050  ACTUALS 2008 1 12

Additional Instructions:

Click ﬂ to find results.

Max Journal Rows: 100

Go To: Journal Criteria
Journal Header

Journal ID: 0000643038 Date: 10/04/2007 Schedule:

Ledger Group:  ACTUALS Original Date: 10/04/2007 Process:  NoRequest

Source: ONL Date Posted: Total Lines: 2

Journal Status:  Valid Reversal Date: User ID: GLUSER3

Balanced: DR=CR Reversal: None InterUnit BU: 00050

Doc Seq: Budget Status:  Valid

Long Description: :
GLSC09

Totals by Currency

Currency: USD Debit Amount: 200.000  Credit Amount: 200.000  Net: 0.000
© All Lines

© FromiTo From Line: To Line: Query Journal Lines

Amount (in

Line # Line Descr Transaction Currency Fund Account  Program Dept Bud Ref PCBusUnit Project Activity  AnType SourceType Category
Currency)

1 PropertyTax 200000 USD 10020 400100 10000  00OTND 2008

2 PropertyTax 200000USD 10020 110000 10000  0DOTND 2008

GLSC10
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Commitment Control >> Review Budget Activities >> Budget Details

Results C Navigation

If your screen doesn’t reflect the one below, please notify the

Inquiry Results
Budget Overview

Business Unit: 00050
Ledger Group: ALLOT Allotment
Type of Calendar: Detail Budget Period - - -
_ Budget Details Detailed Information
Amounts in Base Currency: usD
Revenue Associated [ | . .
Business Unit: 00050
Return to Criteria Max Rows: 100 Display Options Search Ledger Group: ALLOT
Fund: 10020

MHet Transfers: 27095110
Budget: 1,565,744 890

Expense: 3,508,425.000
Encumbrance: 87,287.780 Search

Additional Instructions:

Pre-Encumbrance: 32,380.000
Budget Balance: -2 452 347 9380 1 Click to find results
Associate Revenue: 0.000 ' .
Available Budget: -2 452 347 930 . @ .
2. Click link to Account E53000 for Budget Period 2008Q1.
GLSC11

"
I
A

3. Click next to Budget.

@
4. Click to see full results.
5. Click on 1st line to drill down.
=1
HES|
6. Click to see full results.

7. Click Y BudgetLines al detail.

Note: This action will open a new window.

{ BudgetErrors

8. Click

9. C(lick
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Ledger

Business Unit: 00050 Ledger: ALLOT_BD

Budget Base Transaction Last Update Process
Fund Account Bud Ref Sucaet — R T i o p—
- = = Period Amount Amount DateTime Instance
Results 10020 E53000 2008 200801 100000.000 USD 100000.000 USD belanln 3338806
Search Results @1 ’ ’ 11:33:33AM
E 1-130f 13 m
Mﬁm AccoumDeanmentSﬁmﬂm ProuuctF”%:;’g :S nB , Incide Lc»caliS:imess P ectActi\.vi%igce %‘3—‘ ﬂﬂ GLSC15
00050 ALLOT E29999 (blank)  (blank) (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank) (blank) (blank) (blank) 200802 (blank)
00050 ALLOT E51000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 200802 (blank) Budaet Journal
00050 ALLOT E52000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 2008Q1 (blank) g
00050 ALLOT E52000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 200802 (blank)
00050 ALLOT E52000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 2008Q3 (blank) Business Unit: 00050 Ledger: ALLOT BD
00050 ALLOT E53000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 200801 (blank) —
00050 ALLOT E53000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 2008Q2 (blank) Customize | Find First (21 1 of 1 L2 Last
00050 ALLOT E54000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 200801 (blank) Budaet Chartfields -
00050 ALLOT E54000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 2008Q2 (blank) dge
00050 ALLOT E55000 (blank)  (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 200801 (blank) Journal ID Date Status Year Period Line # Fund Account Bud Ref
00050  ALLOT E55000 (blank) (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 2008Q2 (blank) = o — S = - - e
00050 ALLOT E56000 (blank) (blank)  (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank) 2008Q2 (blank) |_:|]§| 0000642615 09/20/2007 Posted 2008 = 110020 ES3000 2008
00050 ALLOT ES59000 (blank) (blank) (blank) 10020 (blank) (blank) 2008 (blank) (blank) (blank) (blank) (blank) (blank) (blank) (blank) 2008Q2 (blank)
GLSC12 GLSC16
= = Customize | Find First 10of1 ") Last
Commitment Control Budget Details
JounallD Date  Staws Year Period Line#Fund  Account BudRef S9! oreign Amount Monetary Amount  Line Descr e
Business Unit _Ledger Group EFund Account _ Bud Ref Budaget Period [ 0000642615 09/20/2007 Posted 2008 3 110020 E53000 2008 200801 100,000,000 USD 100,000.000 USD Contracted Senvices Roll Up  Original 09/20/2007
00050 ALLOT 10020 E53000 2008 2008Q1
GLSC17
Display Chart | €
Ledger Amounts
Budget: 100,000.000 USD & <l piiciies Max Rows: 100
. ™
Expense: 2,991,115.000 USD & < Parent/ Children
Encumbrance: 0.000 USD €& <}
N Associated Budgets
Pre-Encumbrance: 0.000 USD € <
Associate Revenue: 0.000 USD
Available Budget
Without Tolerance: 2201,115.0002 USD  Percent (-999.99%)7
With Tolerance: 28911150005 USD  Percent: (-999.99%)5F
Budget Exceptions
Exception Errors: 5  Exception Warnings: ey Budaget Exceptions
GLSC13
Ledger
Business Unit: 00050 Ledger: ALLOT_BD
First L 1 of 1
Budget Chartfields
Fund Account Bud Ref Budaget Period
@{ 10020 E53000 2008 200801
GLSC14
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| Budget Header Y BudgetLines | BudgetErrors

Start Exercise

Unit: 00050 Journal ID: 0000642615 Date: 09/20/2007 . -
Exercise 5: General Ledger - Trial Balance Report
Ledger Group: ALLOT Fiscal Year: 2008 Period: 3 Step 1.
Control ChartField: Fund Code Currency: UsD
“ Navigate to the following menu path:
u Rate Type:
Budget Header Status: Posted ype: CRRMNT General Ledger >> General Reports >> Trial Balance >> Add a New Value
=h i
BudgetEntry Type:  Original Exchange Rate: 100000000 Trial Balance
curknas o007 - \
SR L { Find an Existing Value ' Add a New Value
GLSC18
{” BudgetHeader " Budget Lines {_ BudgetErors Run Controf ix
Unit: 00050 Journal ID: 0000642615  Date: 09/20/2007 Budget Header Status: Posted
*process: CopyJournal ~ _Process I Add

Customize | Find | View All | #H First 1) 14 of 4 L*! Last

Chartfields and Amounts
Line Ledaer Budaget Period Speed Type Fund Account Bud Ref SetOptions  Entry Event Currency Amount
_Set Options | GLSC21
1 ALLOT_BD  2008Q1 Speed Type 10020 E53000 2008 Set Options usD 100,000.000
2 ALLOT_BD  2008Q1 Speed Type 10020 E54000 2008 Set Options usD 100,000.000
3 ALLOT_BD 200802 Speed Type 10020 E53000 2008 Set Options usD 50,000.000
4 ALLOT_BD 200802 Speed Type 10020 E54000 2008 Set Options usD 50,000.000

Generate Budget Period Lines
Step 2.

From Line: To:

Enter the following information:

Total Lines: Total Debits: Total Credits:
4 0.000 300,000.000
GLSC19 . e egs
Inquiz Add “Your initials”_TRIAL_BALANCE (e.g. LMS_
TRIAL_BALANCE)

( BudgetHeader j BudgetLines | BudgetErrors |

Unit: 00050 Journal ID:0000642615 Date: 09/20/2007 Budget Header Status: Posted Click
 Header Errors Customize |Find | 3 First () 1 o5 1 [*] Last Trial Bal R rt
Go To Header Field Name Set Msg Message Text ra aiance EpO
Go To Header Mo journal headers are marked in error.
Run Control ID:  LMS_TRIAL_BALANCE ReportManager  Process Monitor Ul

T

Customize | Find | = First 81 1 of 1 L2l Last ]
Language: English

¥ Line Errors

GoToline Line# Field Name Set Msq Message Text
Mo journal line between line 1 and line 4 is marked in error. Report Request Parameters

GoToline
Unit: 00050 Q. *Ledger &} Adjustment Periods
GLSC20 ) ) S Adjustment Period
Fiscal Year: Period: 1 - =l

Currency Option: Base v Currency: Q

Display Full Numeric Field
Refresh |

ChartField Selection Customize |Find | 3 First 4] 4 or1 [ Last
Sequence Charifield Name lmi!lr'de Descr Subtotal Value To Value
GLSC22
Exclusively for use by the State of Indiana ENTAP Training
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Step 3. Step 5.

At the Account field and the Fund Code field, check all checkboxes.

Enter or Select the following information:

Enter or Select the following information:

Unit: 00050
Ledger: ACTUALS
Fiscal Year: 2008 Account: 522000
From Period: 6 Fund Code: 10020
Trial Balance Report — ,
ChartField Selection
Run Control ID:  LMS_TRIAL_BALANCE ReportManager  Process Monitor _RUM Sequence Chartfield Name % Descr Subtotal Value To Value
Language:  English 1 Account 522000 Q522000 Q
2| Alternate Account a Q
Unit: 00050 Q@ “lLedger  ACTUALS Q AdJuc N a a
Fiscal Year: it Period: i T . = 4 Fund Code 10020 @, (10020 Q
Currency Option: Base ~  Currency: Q 5 Department a Q
Display Full Numeric Field 6l Program a Q
Refresh |
7 Class Field (&} Q
2 Budget Reference Q, Q,
GLSC23
9 Product Q Q
10 Project Q Q
11 Affiliate Q Q
Refresh 12 Fund Afiliate Q, Q
Step 4. 4| EE Q Q
Click 14 Incident Q Q
i 15 Locality Q Q
ChartField Selection ( i 21445 of 15 LT/ | ast
Sequence ChartField Name % Descr Subtotal Value To Value GLSC25
1 Account Q Q
2 Alternate Account Q, Q
3 Operating Unit Q, Q
4 Fund Code Q &}
5 Department Q Q
6 Program Q a,
7 Class Field Q Q
o Oidant Daf n =l =1 [ ] [
GLSC24
ENTAP Trining P S ENTAP Training
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Step 9.
Step 6. Run When Run Status is Success and Distribution Status is Posted, report
can be viewed.
Click
Click Details |
Process Scheduler Request
UserID: GLUSER3 Run Control ID: LMS_TRIAL_BALANCE Expected Results: Process Detail page displays.
Server Name: I | Runpate: 1212012007 E Process Detail
cice | i[RI DR T
Time Zone: Q
mstance: 3347953 Ty SQRRepor
Select Description Process Name Process Type T *Format Distribution oz .
. *Type St Hame: GLST02 Description: Trial Balance Report
Trial Balance Report GL37012 S0R Report Web ~ PDF ~ Distribution
Run Status:  Success Distribution Status: Posted
Ron . [Mupdate Process
Run Control ID: LMS_TRIAL_BALANCE Hold Request
0K | Cancel | Location: Sarver Queue Request
Cancel Reguest
GLSC26 Server: PSNT eq
(©) Delete Request
RAELNTRE: Restart Request
Step7. OK |
Click Request Created On: 12/20/2007 11:19:59AM IND Parameters Transfer
ic
Runm Anytime After:  12/200/2007 11:18:01AM IND Message Log
Expected Results: Trial Balance Report page displays. Began Process At 12/20/2007 11:20:26AM IND Batch Timings
Ended Process At 122002007 11:20:36AM IND View Log/Trace
Step 8. Frocess Monitor
Click to see process running.
|/ Process List ' SewerList |
L G
UserID: GLUSER3 Q. Type: v Last: _1 Days ~ Refresh |
Server: > Name: @, Instance: to GLsC28
Run o Distributon o save On Refresh
Status: Status
Process List C nize | Find | View All | ] First (211 of 1 [Z) Last
Select Instance Seq. Process Type FIOCESS yser  Run Control ID Run Date/Time Run Status  SDUBON petgits
[] 2347953  SQRReport GLS7012 GLUSER3 LMS_TRIAL_BALANCE 12/20/2007 11:18:01AMIND  Success  Posted  Details
GLSC27
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Step 10. ¢ Exercise 6: Budget Status

Click View Log/Trace

Commitment Control >> Budget Reports >> Budget Status >> Add a New Value

( Navigation

Expected Results: View Log/Trace page displays.

View Log/Trace

Add a New Value

Report 1D: 1762035 Process Instance: 3347953 Message Log Run Control ID: “Your initials”_BUDGET_STATUS
Hame: GLS7012 Process Type: SOR Report
Run Status: Success Budget Status Detailed Information
Trial Balance Report X
Distribution Detail Unit: 00050

Ledger Group: APPROP

Distribution Node: HTTP Expiration Date: | 1202712007 Fund Code: 10020
Name File Size (bytes)  Datetime Created
GLST012 3347953 PDF 1,651 122002007 11:20:36.270000AM IND
GLS7T012 3347953 .out 108 1202002007 11:20:36 270000AM IMND g -
s Additional Instructions:

SOR GLSY012 3347953 .10g 1,608 1212002007 11:20:36 2700004AM IMD
Distribute To Click __Refresh | to view chartfields.
Distribution ID Type *Distribution 1D
User GLUSER3

Click on both checkboxes next to Fund Code.

GLSC29
Step 11.

Find the .PDF file. (e SLS7012 3347953 PDF

Click on the link and the report will open.

Expected Results: Trial Balance Report displays.

paoplasoft GL
Report ID: GLS701Z TRIAL BALANCE Page No. 1
Bus. Unit: 00050--Auditor of State Run Date 12/20/2007
Ledger: ACTUALS -~ Actuals Ledger Run Time 11:20:26
Re of Year 2008 and Period &
Base currency: USD
Rccount Fund cur Transaction Debdt Transaction Credit
522000 Local Telephone Service 10020 BUDGET COMMITTEE usp 2,000, 002.00 0.00
Total for Ledger usp 2,000,002.00 0.00

Exercise complete.

Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
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Results

If your screen shot doesn’t reflect the one below, please notify the

instructor.

Report ID: GLES020 BUDGET ESTATUS REPORT Page No. 1
Bus. Unit: 00050--Auditor of State Fun Date 12/20/2007
Ledger Grp: APPROP -- Appropriation Group Fun Time 11:35:57
Currency : USD
Chartfislds Criteria
Fund: 10020
Eund Eudget Aesoc Revenue Expense Eemaining
10020 12,350,000.00 25,705.00 3,036.00 -501.00 -0,979,407.00 22,352,577.00

Grand Total : 12,350,000.00 25,705.00 3,036.00 -501.00 -9,979,407.00 22,352,577.00

ENTAP Training

Exclusively for use by the State of Indiana
Issue Date: 01/09/2008

C Navigation

Commitment Control >> Budget Reports >> Budget Transaction Detail >> Add a New Value )

ENCOMPASS | Workshop: General Ledger

Exercise 7 - Budget Transaction Detail

Exclusively for use by the State of Indiana
Issue Date: 01/09/2008

Add a New Value

Run Control ID: “Your initials”BUDGET_TRANSACTION

Budget Transaction Detailed Information

Unit: 00050
Ledger Group: APPROP
Date From: 07/01/07
Date To: 11/30/07
Fund Code: 10020

Additional Instructions:

Uncheck checkbox for User Budget Overrides.
Click M to view chartfields.

Click on both checkboxes next to Fund Code.

ENTAP Training
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Results ¢ Exercise 8:
General Ledger - SOIGL0O11 Query

If your screen shot doesn’t reflect the one below, please notify the
instructor. Start Exercise Step 1.

PeoplaCoft GL
t ID: GLSR0OS BUDGET TRANSACTION DETAIL P Ne. 1 T T .
B Daie: 0BGEpo-huditar of Stare Foa Date 12/23/2007 NaVlgate to the fOHOWlng menu path
gdgﬁrj Bzps iﬁngp -- Appropriation Growp Fun Time 11:58:58
ot Tater ates
Feanfypet A1) wes Reporting Tools >> Query >> Query Viewer
Currency Fund
USD 10020
Budget Total Remg:;::d Total Collected Pxe Ex d erride ide
Bost Date Transaction Document ID Lins DRafaranca nt Amzunt Amsunt Amount Amount TR User 0D Usar
0%/20/2007 GL_BD_JENL 0.00 0.00 0.00 0.00 0.00 . . 1
os?zoﬂzocﬁ REQ FREENC 0000000473 1 Teat 0.00 0.00 1,500.00 0.00 0.00 Expected Results. Query Viewer page dlsplays.
0872172007 RBQ_FREENC 0000000477 1 Tast Purchass 0.00 0.00 £.00 0.00 0.00
0872172007 PO_POENC 0008500002 3 3M COMPANY/Test Purchase 0.00 0.00 0.00 5.00 0.00
0872172007 PO_POENC 0008500002 1 2M COMPANY/T=st Purchase 0.00 0.00 -£.00 0.00 0.00
0872172007 REQ_PREENC 0000000546 1 ZHTESTE 0.00 0.00 100.00 0.00 0.00
05/21/2007 AF_VOUCHER 0000033& 1 2M COMPANY/TEST 0.00 0.00 0.00 0.00 £.00 Q V.
0972172007 AP_VOOUCHER 00000237 : 3 3M COMPANY/T=st Py ha 0.00 0.00 0.00 0.00 £.00 3 ! 3
09;21;200‘1 AP:\IJ(XHER DOOODJ]"I 1 am CDMEIA.HY:“T::t ngm:: 0.00 0.00 0.00 =£.00 0.00 uer‘y IEWEr
0%/21/2007 PO_POENC 0008500004 1 3M COMPANY /ZHTESTS 0.00 0.00 0.00 100.00 0.00
05/21/2007 PO_POENC 0008500004 1 3M COMPANY /ZHTESTS 0.00 0.00 -100.00 0.00 0.00 o o = 2
A A Soocaew § = oo oios 200,00 500 b:os Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
05872172007 PO_POENC 0008500005 1 3M COMPANY /test 0.00 0.00 0.00 200.00 0.00
0872172007 PO_POENC 0008500005 1 2M COMPANY /test 0.00 0.00 -200.00 0.00 0.00
05/33/3007 Biioces oosobaie 1w Coeawy)anTEers 858 858 8:58 100:08 R
2 a : ’ -100. . = . . .
08/21/2007 AP_VOUCHER 00000335 1 3M COMPANY/TEST 0.00 0.00 0.00 0.00 15.00 L -
DB;!I;ZDO‘} GL:BD_JEHL £ 0.00 0.00 0.00 0.00 0.00 searCh By' Query Name beglns WIth
0$/24/2007 EEQ_FREENC 0000000718 1 Test Purchase 0.00 0.00 &800.00 0.00 0.00
0572472007 PO_POENC 0008500005 1 TK FARMS INC/Test Purchase 0.00 0.00 0.00 500.00 0.00
0872472007 PO_POENC 0008500005 1 TK FARMS INC/T=st Purchase 0.00 0.00 -500.00 0.00 0.00
0972472007 GL_BD_JRNL 0.00 0.00 0.00 0.00 0.00 | B h
0872472007 GL_BD_JENL 0.00 0.00 0.00 0.00 0.00
0%/24/2007 GL_BD_JRNL 0.00 0.00 0.00 0.00 0.00 Earl: w
0872472007 GL_ED_JH.NL 0.00 0.00 0.00 0.00 0.00
0972472007 REQ_FREENC 0000000720 1 Tast Purchass 0.00 0.00 400.00 0.00 0.00
0872472007 REQ_FREENC 0000000722 3 Test Purchass 0.00 0.00 E.00 0.00 0.00
05/24/2007 REQ_FREENC 0000000722 1 Test Purchase 0.00 0.00 £.00 0.00 0.00
0872472007 RBEQ_FREENC 0000000721 1 Test Item 0.00 0.00 15.00 0.00 0.00 GLSC33
0872472007 PO_POENC 0008500007 1 2M COMPANY/Tast Purchase 0.00 0.00 0.00 400.00 0.00
0$/24/2007 PO_POENC 0008500007 1 3M COMPANY/Test Purchase 0.00 0.00 -400.00 0.00 0.00
0572472007 PO_POENC 0008500002 1 3M COMPANY/Test Purchase 0.00 0.00 0.00 £.00 0.00
0872472007 PO_POENC 0008500009 1 2M COMPANY/T=st Purchase 0.00 0.00 -£.00 0.00 0.00
0$/24/2007 PO_POENC 0008500008 1 3M COMPANY/Test Item 0.00 0.00 0.00 15.00 0.00
0572472007 PO_POENC 0008500008 1 3M COMPANY/Test Item 0.00 0.00 -15.00 0.00 0.00
0872472007 PO_POENC 0008500010 . 1 2M COMPANY/Tast Purchase 0.00 0.00 0.00 .00 0.00 step 2
0872472007 PO_POENC 0008500010 1 2M COMPANY/Tast Purchase 0.00 0.00 -L.00 0.00 0.00 -
05/24/2007 AP_VOUCHER 00000340 1 3M COMPANY/Test Item 0.00 0.00 0.00 0.00 10.00
0%/24/2007 AP_VOUCHER 00000340 1 3M COMPANY/Test Item 0.20 0.00 0.00 -10.00 0.00
08/242007 AF_VOUCHER 00000341 ; 3M COMEANY /Test Purchase 0.00 0.00 0.00 0.00 £.00
Enter the following information:
GLSC32
Query Name: SOIGL011
Click d | .
Expected Results: Query page displays.
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
= . " !
Search By: Query Name ~  begins with SOIGLOT1
| Search | Advanced Search
Search Results
*Folder View: — All Folders — -
i Add to
Query Name Description Owner Folder _Favo rites
- GL- GENERAL :
SOIGLO11 GL Journals posted Public LEDGE HTML Excel Schedule Favorite
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Step 3.

Click Excel to run query to Microsoft Excel.

Expected Results: Another window opens and the query parameters
display.

Business Unit:

From Journal Date:

To Journal Date:
Account Greater Than:

Bud Ref:

View Results |

GLSC35

ENTAP Training

El

Q

Step 4.

Enter or Select the following information:

Business Unit: 00050
From Journal Date: 07/01/07
To Journal Date: 10/31/07
Account Greater Than: 5

Bud Ref: 2008

Expected Results: Correct data entry.

Business Unit: 00050 Q

From Journal Date: W IEJ

To Journal Date: 103107 [5)

Account Greater Than: 496500 ')

Bud Ref: 2008
View Results | h

GLSC36

Exclusively for use by the State of Indiana
Issue Date: 01/09/2008

Step 5.

Click

View Results

ENCOMPASS

Expected Results: Results display.

Workshop: General Ledger

A | B8 ] [ D) E [ F ] G [ v ] 1 [

1 |GL Journals f 289

2 |Ref Unit [ Journal ID |Date |Account |Fund |Dept [Program |[Class |Bud Ref |Project |
3 [00000336 00050 |AP00642644 9/20/2007 555400 10020 (007001 710000 "2008
4 [oooooszs 00050 | AP00642625 972112007 (520600 10020 000TND M0oo0 "2008
5_[00000337 00050 | AP00642625 /2112007552300 10020 [007001 10000 "2008
6 [1234567890 (00050 |MSAD642723 /2312007530100 f10020 (007001 M0000 2008
7 [1234567800 [00050 |MSADB42723 9/23/2007 540200 10020 007001 10000 "2008
8 (00000339 00050 | AP00642645 9123/2007 (530100 [10020 007001 l10000 "2008
9 [oooo0340 00050 | AP00642646 /2412007520600 M10020 007001 M0000 "2008
10 [00000341  [00050 | APO0642646 972412007 (520600 "10020 (007001 710000 "2008
11 [000002842 00050 | AP00642646 9/24/2007 (520600 10020 007001 10000 "2008
12 [00000343  [00050 |AP00642646 912412007 520600 [10020 (007001 10000 "2008
13 [00000347 00050 | AP00642691 9/25/2007 (552300 M10020 007001 Mooo0 F2008
14 00050 (0000642689 9/25/2007 (522000 10020 [007001 10000 "2008
15 [00050 0000642689 9/25/2007 522000 10020 (007001 10000 2008
16 00050 0000642689 9/25/2007 522000 M0020 07003 M10000 "2008
7 (00050 (0000642689 972512007 (522000 f10020 007001 "10000 "2008
18 00050 (0000642689 9/25/2007 (522000 (10020 007001 10000 2008
19 00050 (0000642689 9/25/2007 (522000 f10020 foo7003 10000 "2008
20 foo0s0 (0000642710 9/25/2007 (522000 "10020 (007001 10000 "2008
21 [o0os0 (0000642710 972512007 (522000 F10020 07002 M10000 "2008
2 00050 (0000642710 9/25/2007 (522000 F10020 [007002 10000 72008
23 00050 (0000642710 9/25/2007 (522000 10020 [007001 10000 "2008
24 00050 (0000642710 9/26/2007 522000 T10020 (007002 10000 "2008
25 00050 0000642710 9/25/2007 (522000 f10020 007002 10000 "2008
2 00050 0000642711 972512007 (522000 f10020 007001 "10000 "2008
27 00050 (0000642711 9/25/2007 (522000 10020 [007002 l10000 2008
28 00050 0000642711 9/25/2007 (522000 f10020 fo07003 f10000 "2008
29 0050 (0000642712 9/25/2007 (522000 f10020 (007001 10000 "2008
20 00050_[0000642712 972512007 (522000 [10020 007001 l10000 2008

Q
[
(7
[a]
w
N

Exercise complete.
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